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Notice of Appearance
and Request for Notice

For Attorneys

This module will provide you with step-by-step instructions on how to file a Notice of
Appearance and Request for Notice. Once the notice has been filed, you will be
shown how to query for creditors that are involved in a bankruptcy case.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
(See Figure 1.)

s
Bankruptcy +  Adversary + Query + Reports + Utiities « Logout o_

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen is displayed. (See Figure 2.)

Figure 2

L 2 Click on the Miscellaneous hyperlink.
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STEP 3 The CASE NUMBER screen is displayed. (See Figure 3.)

E

Wiscellaneous

Lz Hurebsz

Figure 3

NOTE: If you have already accessed a case in this session, the
number of the last case accessed will be displayed. Leave
this number if it is the correct case for this application, or
enter the correct case number (YY-NNNNN), to include the
hyphen.

L 4 Click on the [Next] button to continue.

STEP 4 The EVENT SELECTION screen is displayed (See Figure 4.)
Miscellaneous

D2-10001 Jaka Do

Irwelumary Petidion (Chapter 7) for altomeys 3
Irwelurdary Sumenons Serice Execuled

Matice of Change of Address
Pre Trial Complianca
Rezafimation Agrzament

Radamption Agrearment j
et Clear
Figure 4
4 Scroll to display the Notice of Appearance and Request for

Notice event.

NOTE: Typing the letter “n” will display the first event starting with
that letter.

USBC-KYW April 2002



CM/ECF Attorney Notice of Appearance - Page 3

L 2 Click to highlight, then click on the [Next] button to continue.

STEP 5 If not filing with another attorney, just click [Next]. If filing jointly,
click in the check-box provided, then click on the [Next].
(See Figure 5.)

Miscellaneous:
02-10001 John Doe

™ Tomt fiing with other attorney(s)

et | Clear

Figure 5

NOTE: If filing jointly, you will be provided with a screen listing the
attorney(s) on the case.

STEP 6 The PARTY SELECTION screen in this example does not include
our filer, American Express. (See Figure 6a.)

Miscellaneous:
1210001 Joha Tros

Select the Party:

Doe, John |pivdb _a_! AddiCreats Maw Parte
bathizon, Harry [Letr]
Soars [err]

sl I Cliar

Figure 6a

@ Click on the [Add/Create
New Party] hyperlink to add the creditor.
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L 4 Enter the creditor’s name in the Last name field and click on the

[Search] button to continue. (See Figure 6b.)
;ﬁmhl‘muﬁm
S8 | Ti 1d
LastBusiness name [-aeazss Eepees:
Seith | Ot |
Figure 6b
L 4 The PARTY SEARCH RESULTS screen is displayed.
(See Figure 6¢.)

NOTE: Your name search may find more than one record having
the same name as shown in Figure 6¢. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

* If the creditor was found, click on the [Select name from list]

button to continue. (See Figure 6¢.)

Fearch fora party

55N Tax 14 |
LastBusiness nane B IPesson Addvess) - Nelcape =R |
R ]
Palloz, TH 78555

Party search results
Amenican Exprecs,

H

Seart name fiom Fsl | Coeale new party
Figure 6¢
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L 4 The PARTY INFORMATION screen will appear. Ensure that
there is no address information for the creditor you are adding to
the case, change the Role to Creditor, and then click on the
[Submit] button to continue. (See Figure 6d.)

LB
Pasty Infarmzatfon
Americas Express  SS5N:Usinoen

Dfice | Address1 |
address? | Address 3 |
oy [ sae [ omp [
Caunty [—3 Coumfry Ii
Phaze Ii Fax Ii
Fanadl |
Pucte [0 7 Bole | I -
Party text |
Figure 6d
4 You can now choose your creditor from this screen, then click on

the [Next] button to continue. (See Figure 6e.)

!H|

Misceltanzous:

Select tae Party:

Figure 6e
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L 4 Create the Attorney/Party association by clicking in the check-box

provided on the ATTORNEY/PARTY ASSOCIATION screen.
(See Figure 6f.)

.- - =
17 e [ert) nepretenief by Aoy, o (23

Figure 6f

STEP 7 A screen indicating that this is a virtual event, and no PDF is
required will be displayed. You will not need to prepare a PDF
document for the Notice of Appearance; entering the entry for this
event to the official court docket by following these steps will enter
your appearance in the case. (See Figure 7a.)

EEC F Bankruptcy Adversary

Miscellaneous:
02-10001 John Doe

This is a Virtual Document. You will not he prompted for a PDF document.

. Clear I

Figure 7a
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STEP 8 The FINAL TEXT EDITING screen will be displayed.
(See Figure 8.)

E
[Miscellaneous:
[12-1200] Joizn Dae

Docker Text: Hodify as Appraprizse.

Nutiee af Appeasanee and Bequest 2 Xetiee by Joe Atiornie [
Arnertran Expeess iAlonsey, Jug)

. Fad by an hieksall of

Figure 8
L 4 If the information displayed is correct, click [Next] to continue.
STEP 9 The FINAL DOCKET TEXT screen will be displayed.

(See Figure 9.)

A -y
L
Miscellanegus:

0210001 Jehn Doge

Dncket Trxt: Final Toxt

Holice ol Appearance and Beguest for Notice by Joe Atlerrey, Fled W on hehall of Asserian Express (Alomey. Jog)

Artention!? Submitting this srreen commits this ansaction Yea will have na frther opportazdty 1o madify this
suhmigsizz Hvon continue,

Figure 9

4 Click [Next] to continue.
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STEP 10 The NOTICE OF ELECTRONIC FILING screen is displayed.
(See Figure 10a.)

B

Miscellaneous:

010008 Jobm Coe

Homee of Elactrers: Aikng
1

The flowm reachin wes secemed Eum Amomey, Jos encered on 47002002 & 54 PM EDT and Ded oa 41072002
Case Name: C
Case Numher; 02-tomi
Droeament Xumber; 21

[ue

Dacket Text:

Hosee of Appemance wd Reqost fir Notice by Joe Attooney, Fled by oo betalf of Amencan Express [Attorzey, Joe)

The: Tolloing docinenl(s) ae associabed with fhes trans achos

Docwment deseeiption: Mz Dorument

O giral Blenasne: S TranenpPDF ECF TrasengMotze of Appearance pdf
Fleetrosie docwmest Stamp:

[STAMP bleefStzmen 10=5361

[2- 10001 Motice will be electrandcally mailed fo:

12 100K Motice will not he electromically miled 1o:
Joe Anmey

Figure 10a

L 2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

L 4 Clicking on the document number hyperlink will display the PDF
image of the document just filed.

L 4 To print a copy of this electronic receipt click the browser [Print]
icon.
L 4 To save a copy of this electronic receipt, click [File] on the

browser menu bar and select Save Frame As.
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Features of the CM/ECF Notice of Electronic Filing:

2

¢
¢
¢

NOTE:

Hyperlink to docket sheet

Date and time stamp information

Case title

Docket text

. Text produced from docket event
. Annotated text in italics
. Attachment type, description and attachment number,

which is a hyperlink to the PDF file of the attached

document.

Associated PDF documents:

. Document description:

. Original filename:

. Electronic document stamp:
. Document description:

Defaults to the Main
Document being filed.

The full directory path and
filename from firm or court’s
PC or network.

Unique identifying name of
the document being filed for
security purposes. Key file of
the court used for encryption.

The first document entered
on the attachment screen (if

any).

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address
with the court will be listed here with their current e-mail address,

not their street address.

Notice will not be electronically mailed to:

Name and traditional mailing address of other parties on the case
who have not furnished their e-mail address with the court.

Subscribers to electronic noticing will be given “one free
look” at the document that was filed. This message will

appear on each notice:

USBC-KYW
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**NOTE TO PUBLIC ACCESS USERS***
You may view the filed documents once without charge.
To avoid later charges, download a copy of each
document during this fir st viewing.

Queries and Reports Menus

L 2 Attorneys, trustees, and other external CM/ECF users will have
access to the Notice of Electronic Filing when it is first generated.
To obtain a duplicate copy, a docket report can be generated with
an option to include the Notices of Electronic Filing.

However, subsequent access to any Query or Report programs
for attorneys and trustees must go through the PACER system.

L 4 When an attorney or trustee filer selects a menu option from
Reports, Query or the Claims Register, they must access it
through the Public Access to Electronic Records (PACER)
program

Users must already be registered with the PACER system to have

a login and password. Note the information on the screen below.
(See Figure 10b.)

PACER Login

Hatice

Thed =t o Heitrizied Weh Site Fer Offial st Bugimeds oaly Unouthonsed rtspt prebbited dubgedt to
peasecuticnundes Title 15 of the LS Code. All actovities eod sree sz ellempes 2o logped

Instructicns
Enber your BSF bogin end passward for el

Authenlicalion

Liozin I
Passwand I

Close codz:
™ Miake this my dalsul PACER l2gi
o] [

Figure 10b
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Query a Creditor:

STEP 11 Click the Query hyperlink on the CM/ECF Main Menu.
(See Figure 11.)

3 R
QECF Bankruptcy +  Adversary + Query + Reports « Utiities + Logout Q_

Figure 11

STEP 12 The QUERY screen is displayed. (See Figure 12.)

F |
E ; Mvmaw

Query

Search Clues

Case Mumbar [D2-10001 (Example; 5320013)

Last Marme (Examgles: Desoto, Das™)
Fiesl Mama Midile: Mamg

3SR Tax D
we [ H
Fun Guery E
Figure 12
NOTE: If you have already accessed a case in this session, the

number of the last case accessed will be displayed. Leave
this number if it is the correct case for this application, or
enter the correct case number (YY-NNNNN), to include the
hyphen.

L g Enter the case number in YY-NNNNN format.

L 4 Click on the [Run Query] button to continue.
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STEP 13 The QUERY SELECTION screen is displayed allowing you to
select the type of query to be performed on a case. Case
summary information is also available on this screen.

(See Figure 13.)

0210001 Joe Tize
Caeetype; b Chapters TAseet; 2 Vok v Judge: [ L Cocper
[lzte flzd: 0202002 Date of Bast Eling; (472072002

Figure 13

L 2 Click on the Creditors... hyperlink.

STEP 14 The CREDITOR SELECTION screen is displayed.
(See Figure 14.)

Creditor Selection

Creditor type

Creditor
Administrative =]

Run Cuery | Clear |

Figure 14

L 4 Click on the [Run Query] button to continue.
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STEP 15 The CREDITORS QUERY RESULTS screen is displayed with a
list of all the creditors on the case having the type that was
selected on the previous screen. (See Figure 15a.)

L 1111 ] I

Case types Bk Chapter 7 Assel: Ho Vol v Judees | L Coaper
Diate filad: 03072002 Diate of Jast filing: 41112002

Creditors

Ameritan Express
fo Joe Attoeney
fill West Erozdway

Loenswale, Ky 402

(s3]

Figure 15a

NOTE: A Transaction Receipt will also appear displaying the
number of billable pages that were printed with the query .

| PACER Service Center

| Transaction Receipt

| 1072272001 13:52:30

[PACER Login: lao0055 Client Code:

|Descripiinn: |Cred1'tn:-r List |Case Number: |Ell-23236
Billable Pages: |1 Cost: 0.07
Figure 15b

NOTE: When filing a claim, one must first search this

creditor database for the claimant. That search is
type specific, unlike the creditor search in Query.
Users may need to make more than one search
before finding the creditor.

Creditor lists can also be found under:

Utilities — Mailings — Mailing Info for a Case
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